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^S^JEDecembe^gsa 
<*30 - 0850 „ . 

0900 - 


KERST WRrtt 


0900 - 0930 

09 ko ~ xooo 

I01 ° - 1100 
1110 - i200 
1300 - 1500 
1510 - 1700 


C -b ® stations 

Principles of Budgeting 

DDP Buagete ^ Pield „ 

Personnel Faints - Headquarters 

D«ty status iL^?f “ Weld Salary AIlntm „ , 

MHHHH - Staff . contract - W £ tSj 


^2£Hs^30Cece^er_i95e 
0330 - 0930 

«0 . 1030 **«■ * - C«cep t „ MwMe8 

loko ~ 1200 T , n ?:isc a2 AnjQ exes 

Production to • 

1300 - 1700 ign Tra ’ /el Regulations 

Foreign Travel - Practice P - oM 

““ DlS ° USSi0fl 

°^30 - 1130 

foreign Travel Pr*«r.+-* 

1230 -"30 Poraiffn nw. _ 06 and Critic 


1230 - iij.30 
- 1530 

*540 - 1700 

~-^Syi^ l_Janua rv 1959 


Foreign Travel - jg S j 

"Wtura-Ail^^ o~«~ - r 
**““« »<• 


i.lMuctio, to Clast , 25X,A 

B Bocouating . SMy „ 
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S-E-C-B-E-T 

f' J ) >GET AKD FINANCE PROCEDIBBS 


FIRST WEEK (Cant'd) 


Friday, 2 January 1959 
0030 - 1700 


Monday, 5 January 1959 

0830 - 1700 


Type II Field Property Supply Procedures 
Discussion, sample problem, practice problem 

SECOND WEEK 


Type II Field Property Supply Procedures, 
Practice Problem and TEST 



Tuesday, 6 January 1959 

0030 - 1000 Financial nanagsoenrfe Program 

1010 - 1700 Class S Station Accounting Practice Problem 

Wednesday, 7 January 1959 

0830 - 1700 Class B Accounting Practice Problem 

Thursday, 8 January 1959 
0830 - 1700 

Friday, 9 January 1959 
0830 - 0900 
0910 - 1100 
1110 - 1200 
1300 - 1330 
13^0 - 1410 
1420 - 1520 

1530 - 1620 
1630 - 1700 


Class B Station Accounting Practice Problem 

Class B Station Accounting Practice Review 

Class B Station Accounting TEST 

General Objective TEST 

Critique of Field Property Supply TEST 

Critique of Travel TEST 

Critique of Station Accounting TEST and General 
Objective TEST 25X1A 

The Audit Staff - 

Final Course Administration 


NOTES Unless otherwise excused for valid reasons hy their Area Divisions, 
all Students are ex pected to repor t Monday morning 12 January to 
25X1 A Room 149, *or && introduction to the Chief, 

Finance Division and briefing by ai>propriate branches of the Finance 
Division. 25X1A 
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BUDGET AND FINANCE PROCEDURES #13 


sto Ou. 



Monday,, 2 February 1959 


0830 « 0850 
0900 - 0930 

0940 - 1100 
1110 - 1230 
1330 - 1530 
1540 - 1700 


Registration and Introduction 

Organization of the Office of the Comptroller 
Functions of the 0 & L Branch* Finance Division 

Financial Management Program 

DDP Budgetary Requirements* Field and Headquarters 

Principles of Budgeting 
25X1 A 



Personnel Payments - I^pess Field Salary Allotments* 
Duty Status Report ~ Staff - Contract - WAS 


Tuesday 3 February 195^ 

0830 - 0930 Field Funding Procedure - Concept of Advances 

0940 - 1030 Financial Phases of Field Projects 

Administrative Plena and Fiscal Annexes 


1040 - 1200 Introduction to Foreign Travel Regulations 
1300 - 1700 Foreign Travel - Practice Problem and Discussion 


Wednesday,, 4 February 1959 


0830 - 1130 
1230 - 1430 
1440 - 1600 

1610 - 1700 


Foreign Travel Practice Problem and Critique 
Foreign Travel - TEST 

25X1 C 

Government Quarters Overseas «=> 

* 1 Return-All Method — Provisions of « 

Preparation of Settlement Sheet 25X1 A 

Introduction to Class Accounting - Study of Handbook 


B&F&3 
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Thursday. 5 February IQSQ 




FIRST WEEK fConrJri"; 


0830 - 0930 Financial Responsibilities of Class B Stations 

Difference between Class ,r A' ! and Class "B» Stations 

0940 - 1130 Controls: Allotment, Cost, Cash 

1230 - 1700 Class B Station Accounting Practice Problem 

6 February lg52 

0830 - 1700 Class B Station Accounting Practice Problem 

. SECOND WKBK 

0830 - 1700 Cla38 B Accounting Practice Problem 
Tuesday n IQ 

08^0 - 1700 Class B Accounting Practice Problem & Review .for Test 

0830 » 1130 Class B Accounting TEST 

1230 - 1700 Type II Field Property Supply Procedures 

^0 1700 lype jt Field Property Supply Procedures and TEST 

0830 = 0920 General Objective TF3T 

0930 - 1030 Critique of Travel TEST 

1010 - 1100 The Audit Staff . | 25X1 A 

1100 - 1130 Course Administration 

1230 «• 1300 Critique of Field Property Supply TEST 

1300 - 1700 Introduction to the Chief, finance Division, 

and finance Division Certifying Officers 




Elisas 


BUDGET AMD FINANCE PROCEDURES #!/■ 


Monday. 6 April 19W 
0830 - 0850 
0900 - 0930 
0940 - 1000 
1GL0 - 1130 

1230 - 1330 

1340 - 1530 
1540 - 1600 
1610 - 1700 


FIRST WEEK 


Registration and Introduction 
Introduction by the Comptroller 
Functions of Comptroller and finance Division 
Financial Management Program 

DDP. Budgetary Requirements, Field and Headquarters 

A Ci ^ es 3uc % e ^ing 

ZOAl A 


^uTSuXrt : 


Jkgsday. 7 April 1959 

0830 - 0930 field Funding Procedure - Concept of Advances 
0940 - 1030 


1040 - 1200 
1300 - 1700 


Financial Phases of Field Projects 
Administrative nans and Fiscal Annexes 

Introduction to Foreign Travel Regulations 

Foreign Travel - Practice Problem and Discussion 


feinesda y, g Ap ril TQ<;q 

0830 - 1130 Foreign fravel Practice Problem and Critique 

TEST 


1230 - 1430 
1440 - 1600 


1610 - 1700 


Foreign Travel 

25X1 C 

Government Quarters Overseas - H 

! i1 h0d “ Provisionfl 
Preparation of Settlement Sheet ' 



25X1 A 


Introduction to Class "B» Accounting - Study of Handbook 




S-B-C-R-E-T 
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Thursday . 9 April lq^o 


FIRST WEEK 


0830 ~ 0930 m^ ial ^sensibilities of Class B Stations 

Difference between Class "A" and Class »'B« Stations 


0940 - 1130 Controls: Allotment, Cost, Cash 
1230 - 1700 class 3 Station Accounting Practice Problem 


Friday. 10 April 1QTO 

0830 - 1700 Class B Station Accounting Practice Problem 

SECOND WEEK- 

Monday. 1? April 19s<s 

0830 - 1700 da S s B Station Accounting Practice Problem 


U8j0 ~ 1700 S^fStS AGC0Untin S Notice Problem and 


W^nesdav. 15 April 1QSQ 

0830 1130 Class B Station Accounting TEST 

1230 - 1700 -type n Field Property Supply Procedures 


Thursday. 1 A April I7TO 

0830 - 17C0 Type II Field Property Supply Procedures and TEST 


25X1 A 


ftldav. 17 April IQSQ 

0830 - 0920 General Objective TEST 
Critique of Travel TEST 
The Audit Staff ~ 

Course Administration 
Critique of Eleld Property Supply 

TEST 

Introduction to the Chief, Finance Division 
and Finance Division Certifying Officers * 

- 2 - 

S-E-C-R-E-T 


0930 - 1000 
1010 - 1100 
1100 - 1130 
1230 - 1300 
1300 - 1700 


B&FiLU 
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0830 - 0930 Financial Responsibilities of Class B Stations 

Difference between Class "A" and Class "B" Stations 

09^0 - U30 Controls s Allotment, Cost, Cash 

1230 - 1700 Class B Station Accounting Practice Problem 


0830 - 1700 Class B Station Accounting Practice Problem 

SBCQSD WEEK 


0830 - 1700 Class B Station Accounting Practice Problem 


0830 - 1700 Class B Station Accounting Practice Problem and 
Review for Test 


0830 - 1130 Class B Station Accounting TEST 

1230 - 1700 Type II Field Property Supply Procedures 


0830 - 1700 Type II Field Property Supply Procedures and TEST 


0830 - 0920 General Objective TEST 

0930 - 1000 Critique of Travel TEST 

25X1 A 

1010 - 1100 The Audit Staff - 

1100 - II30 Course Administration 

1230 - 1300 Critique of Field Property Supply TEST 

1300 - 1700 Introduction to the Chief, Finance Division, 

and Finance Division Certifying Officers 

-2- B&F#15 
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0900 - 0930 
0940 - 1000 
1010 - 1130 
1230 - 1330 
1340 - 1530 
1540 - 1600 
I&10 - 1700 


BUDGET AMD F1KAKCE PROCEDURE #L6 

jfongfi y^L 3 August 1959 

0830 - O 85 O Registration and Introduction 
Introduction by the Comptroller 
Functions of Comptroller and Finance Divialon 
Financial Management Program 
DDP Budgetary Requirements, Field & Headquarters 
Principles of Budgeting 

25x1 A 

Personnel Payments - Types 
Tuegd gy_,_4 August 1959 

0830 - 0930 Field Funding Procedure - Concept of Advances 

0940 - 1030 Financial Phases of Field Projects 

Administrative Hans and Fiscal Annexes 

IC 40 ~ 1200 Introduction to Foreign Travel Reg ulations 
1300 - 1700 Foreign Travel - Practice Problem & Discussion 
M^negd asr a _5. August 1959 

0830 - 1130 Foreign Travel Practice Problem & Critique 

1230 - 1430 Foreign Travel - TEST 25X1 C 

1440 = 1600 Government Quarters Overseas - 

25X1 »B9tum-All n MBthoi^^^^dHS^f 

25XlA^™*™®f - Preparation of Settlement Sheet 


25X1 A 

FIRST MEEK 


1.610 - 1700 Introduction to Class n B*» Accounting - Study of 
Handbook 


0830 - 0930 Financial Responsibilities of dess B Stations 

Difference between Class "A" and Class "iy Sta tions | 

0940 - 1130 Controls? Allotment, Cost, Cash 
1230 - 1700 "type II Field Property Supply Procedures 

Md a^JLAggust 1959 

0830 -> 1700 Type II Field Property Supply Procedures and 
TEST 


S-E*C-B=B-T 
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BUDGET AND FINANCE PROCEDURES 


Monday, 10 August 1959 

0830 - 1700 Class B Station Accounting Practice Problem 
Tuesday, 11 Augu gtl959 

0&30 - 1700 Class B Station Accounting Practice Problem 
Wednesday, 12 August 1959 

0830 -» 1700 Class B Station Accounting Practice Problem 
Thursday, 13 August 1959 


SECOND WEEK 

25X1 A 


083C « 1700 

mday, 14 August 1959 


Class B Station Accounting Practice Problem and 
TEST 


0830 - 0920 

General Objective TEST 

0930 - 1000 

Critique of Travel TEST 

1010 - 1100 

The Audit Staff 

1100 - H 30 

Course Administration 

1230 - 1300 

Critique of Field Property Supply TEST 

1300 - 1700 

Introduction to the Chief*, Finance Division 
and Finance Division Certifying Officers 


« 2 « 

S~E-C~R-E~T 
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BUDGET AND FINANCE PROCEDURES 


FIRST WEEK 


0830 - 0850 Registration and Introduction 


0900 - 0950 


1000 - 1130 
1230 - 1430 
1440 - 1530 
1540 - 1600 


Financial Responsibilities of Glass B 
Stations; Difference between Class A and 
Class B Stations 

Financial Management Program 

Controls: Allotment, Cash, Cost 

Principles of Budgeting 

25X1 A 


1610 - 1700 Introduction .to Class B Accounting Handbook 


Practice, Critique, TEST 


Comptroller and Finance Dlv • 
ocedures -Concept of Advances 


cer Accounting 


rements - Field and HQ 




0830 - 
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' — Sgdqy 6 Octahot. 7 

°830 - iToo clas . a 

88 3 Problem 

g-X9 gg 

and S TEs/ CC0Untine Problela » Critique 

&Se neld Pr ° Pert ^ Supply Procedures, 


1330 - 1700 


25X1 A 


&2.; , n S4^*S ^ 

feyg- S^OBtobm. locn 

0830 - 0920 n 

General Objectire TEST 

Critique of Travel TEST 

®* Function of the Audit Staff 

Critique of Accounting jest 

Sf*"*^**.. *J 


0930 - 0950 
1000 - uoo 
U 10 - 1130 
1230 - 1300 


1310 - 1330 
1340 - 1700 


Course Adndni strati on 
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BUDGET AND FINANCE PROCEDURES 


FIRST WEEK 


Monday* 16 November 1959 


0830 - 0850 
0900 = 0940 

0945 - 1050 
1X00 - 1130 
1230 - 1320 
1330 - 1430 
1440 - 1530 
1540 - 1700 


Registration and Introduction 

Financial Responsibilities of Class B Stations; 

Difference between Class A & Class B Stations 

Financial Management Program 

Controls: Allotment 5 Cost, Cash 

Controls; Allotment, Cost, Cash 

Functions of the Audit Staff 

Budget Procedures at a Class B Station 

Personnel Payments, Allowances & Quarters 


25X1 A 



Tuesday 0 17 November 1959 

0830 « 1700 iype II Field Property Procedures and 
TEST 


Wednesday, 18 November 1959 
0830 « 1700 Foreign Travel 


Thursday* 19 November 1959 


0830 - 1230 
1330 - 1420 
1430 - 1500 
1510 - 1700 


Foreign Travel Review and TEST 
Field Funding Procedures - Concept of Advances 
Advances - Agent and Case Officer Accounting 
Principles of Budgeting - Field and Head- 
quarters 


Friday* 20 November 1959 


0830 - t?20 
0930 - 0950 
0950 - 1010 
1015 - 1100 
1310 - 1200 
1300 - 1700 


Functions of the Comptroller 
Critique of Field Property Test 
Critique of Foreign Travel Test 
Financial Phases of Field Projects 
Study - Class B Accounting Handbook 
Introduction to (Hass 3 Accounting 


25X1 A 





M 
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0030 ' 1700 a “ » te»»Un 8 25MA 

ifagsday. 24 rjn, f ^^ r ^ 

0830 ' 1700 01333 3 Acc °unting Practice 

ttovenbor 1^2 
0830 . noo pi 

SS : illS £*pj fe M “ « **« 

1540 -igo Jpfptiv. jest 

163° - l 7 oo fln^ < Courfe1SS a S 1 on 0bjeCtiVe Tests 

(MOTE: Students will be intp. * 

30 November 1959.) to Chie ^ ^nance Division at 0900 hours> 
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